Local Travel Claim (less than 12 hours)

Introduction

This guide provides the procedures for entering a local travel claim (less

than 12 hours) in TPAX. In this scenario, a member was on a funeral detail

and the Government Vehicle (GV) was not available, so they took their

own vehicle.
Procedures See below.
Step Action
1 | Once logged into TPAX, click Create New.
— T-PAX Inbox = —
[Reservations] [Regulations] [Currency]
TONO gé’qpﬁ::l gt;g ga"t‘; Category| Created By g‘ﬁiﬂc';é] Status S[E't'és origin A':;’e RE?SES‘ Amount
] 1215G85PTGTUVO0D Sefflement | 9252015 | 10r122015|  pes | COASTIE JOE |CORSTIE, fp?.:v: 312112016 | Traveler | T22°: | 1100217652 52-?:%"’
—
2 | Click Settlement Request.
CoASTIE, J0F T-PAX Inbox|
[Rogutations]
Advance Request

Continued on next page



Local Travel Claim (less than 12 hours), Continued

Procedures,
continued
Step Action
3 | Enter the TONO and click OK.
Sl Travel Order Selection Views  Traveler
Settlement
Tono: [1117277XJC173000 |
Who
Order Mumber Category Start Date End Date Created | Date Obl. |#
Obl.
1114G82TEST23000 Del Mormal GM2014 8202014
1115G35PROPES000 Del Mormal 1152015 143002015
1215G85PTGTUNVDDD Del PCS 252015 1041372015
117277 EJCAT2000 Del Mormal 12192016 120312016 W
Select an existing order or enter a new order . — o
number with which you wish to work and then P

click the OK button

Continued on next page



Local Travel Claim (less than 12 hours), Continued

Procedures,
continued

Step

Action

4

Complete the following fields:

e Select the Grade/Rank.

e Select the Purpose of Trip from the drop-down.
e The Trip Name is optional.
e Enter the Issue, Begin and End Dates, then click Next.

COASTIE, JOE

" Grade/Rank

E—

" Order Numberis)
[1117277XJC173000

Description  What's Authorized  Remarks

* Purpose of Trip

Trip Name:

Travel Order RIWC R vete

* Type of Order:
[Normal ~

= "
Site \isit

FUNERAL DETAIL

* Issue Date 01182017

" Begin Date 01182017

Issuing Organization [7947400 ] Number of Days
Paying Organization 7947400 | * End Date
Group Travel O
Funds Coast Guard ~
Next Save | ’ Cancel | | Help ‘

Continued on next page



Local Travel Claim (less than 12 hours), Continued

Procedures,
continued
Step Action
5 | On the What’s Authorized tab, first check the No Lodging Required box in the

Quarters section. Do nothing in the Messing section. In the Mode of
Transportation section, check the POV is more advantageous to the Gov’t box
and choose the type of vehicle from the drop-down. No action is required for the

Miscellaneous section. Click Next.

View: Traveler
COASTIE, JOE Travel Order
* Grade/Rank  Order Number(s) " Typ6 o1 Qedee
E4 v 1117277XJC17300 >
Description 'M' : Am horized  Remarks
Quarters Messing
D Govermnment (Use Directed) :] Government Rate (Military Only)
0 (] Mess is Directed for ALL three meals
¥ e e O Proportional Rate Red. Per Diem
] commercial Lodging URmedperdoem(Md) 0
0 Oe ent Rate for € | Meals
Dusl Lodging O Commercial (full locality per diem) Red. Per Diem
1 Mo Lodging Required Reduced Per Diem Authorized (Civ.) 0
No Per Diem Authorized (Civ.) [ conterence Per Diem (125%)
[ actual Expense [ Actual Expense Lodging Plus (150%)
O Super Actual Expense Lodging Pius (300%)
Mode of Transportation Miscellaneous

[C] commercial Carrier

Num Excess Bags: |0

One phoneiday

Gov't Owned Conveyance:

|
Vi

["] Govt Procured Transportation  LVO€

[ officisl Comm. Fees (] Personal Phone NTE 0

Priv. Owned Conveyance | Car v]

(1 POV is more advantageous] POV not to exceed GTR of

[ Leave Authorized [ varistions Authorized

[J conference Fee [ Taxi IntAround

0

O Registration Fee

to the Govt R (] Remsin Overmight for
- RON Location: [Ciick to enter RON Location ]
[J Rentat Car Rental Upgrade . i
Back Next Save Cancel Help

Continued on next page



Local Travel Claim (less than 12 hours), Continued

Procedures,
continued
Step Action
6 Enter Order Remarks. Click Save.
" Grade/Rank * Order Number(s) * Type of Order
£4 v 1117277XJC17300 Horeel =
Description ~ What's Authorized = Remarks
Order Remarks:
KNOWN TRAVELER NUMBER 109753159
FUNERAL DETAIL AT FORT LEAVENWORTH NATIONAL
CEMETERY ON 1/19/17.
Back xt Save Cancel Help
7 | The Remit To tab will display. Click Next.
COASTIE, JOE View: Traveler
TONO: 1117277XJCA73000 Settlement RequeSt
Type of order: | Normal | Covered from: 11972017 to: 171972017
Type of Settlement |Final V| Type of Partial: Nota Partial v
Remit To Transactions Entitlements Computations Financial Remarks
* Address 1: [444 SEQUINCY AVE |
Address 2: | |
* City: | TOPEKA |
*Country/State: [KS KANSAS v]
Zip:
Next Managemaneal ‘ Receipts || SAVE || Cancel H Help |

Continued on next page



Local Travel Claim (less than 12 hours), Continued

Procedures,
continued

Step

Action

8 | The Transactions tab will display. Click Next.

COASTIE, JOE View: Traveler
TONO: 111727TXICATI000 Semement ReqUESt
Type of order: | Normal | Covered from: 1192017 to: 1/19/2017
Type of Settlement |Final ~| Type of Partial: | Mot a Partial v
Remit To Transactions Entitlements Computations Financial Remarks
Locked Date Type Amount [ ]
| Back ‘ Next ‘ Manage Images ‘ ‘ Receipts | ‘ SAVE ‘ ‘ Cancel ‘ ‘ Help ‘

9 | The Entitlement tab will display. Click Add This Entitlement.

COASTIE, JOE View: Traveler

TONO: 1117277XICATI000 Semement RequeSt

Type of order: | Normal | Covered from: 11972017 to: 11972017

Type of Settlement |Final | Type of Partial: |Nota Partial v

Remit To Transactions Entitlements Computations Financial Remarks
Travel Not Performed: []
| | Entitlement Type | Dates Encompassed | Status | | | |
| Temporary Duty Trip v| | <=AddTis Entitiement
| Back ‘ ‘ Next ‘ ‘ Manage Images ‘ ‘ Receipts ‘ ‘ SAVE ‘ ‘ Cancel ‘ ‘ Help ‘

Continued on next page



Local Travel Claim (less than 12 hours), Continued

Procedures,
continued

Step

Action

10

Transportation Restrictions. Click Next.

The What’s Authorized tab will display. Owner operator of POV should be
checked. Leave the POC More Advantageous to the Government option for the

. View:  Traveler
A Temporary Duty Trip
. [inspoiT
TONO: [ 1117277XIC173000 ] Proceed Date: 1/1%/20
Number of Days: 1
Type of order: [ Normal | End Date: 1192017
What's Authorized Itinerary Reimbursables
W Owner operator of POV
Transportation Restrictions F’OC More Advantageous to the Government ™ |
Next Accept Changes ‘ Cancel ‘ ‘ Help ‘

11

This will take you automatically to the Itinerary page.

Select Less than or equal to 12 hours from the Duration of travel drop-down.

= View: Traveler
COASTEE, JOE Temporary Duty Trip
. 1192017
TONO: [_1117277XJC173000 ] R
Number of Days: 1
Type of order: | Normal ] End Date: 1192017
What's Authorized Itinerary Reimbursables
Duration of travel: R EERRE =T
Greater than or equal to 24 hours
Less than 24 hours with lodging
= Local?
| unel | LwoﬂLﬁsmno,equmo,zhw,s | Lodging | Meals | AE% Lodging Taxes Miles
[T 0T - Begmmmg
L.T. TDY Contd - Middle
L.T. TDY Contd - Ending
| Back ‘ ‘ Next | Accept Changes ‘ Cancel ” Help |

Continued on next page



Local Travel Claim (less than 12 hours), Continued

Procedures,
continued

Step Action

12 | Enter the Departure Location, leave Method of Transportation as PA - Private
Auto. Enter the Arrival Location. The Reason for Stop should be TD -
Temporary Duty. Check the Is Local box. Then Accept Leg.

COASTIE, JOE i View:  Traveler
TONO: 1117277XJC173000 |t"'|e|'a|'y
ul
Trans Duty Local?
oute | | Locaton | s [ O Tip [ Loca? [ ioggng | meas | AE% Lodging Taxes Miles
Depoaks Dele Departure Location (click to edit) Method of Rflmbursemem: Lodging Cost
------ [6683 Topeka, KS. Shawnee J|| &is Locat | | [LDP - Lodging Pius v] 0
[prriszot7 | . _
Method of Transportation: Lodging Tax
Wlputy pay |PA - Private Auto v
Lodging Type: W
Astival Location (chick o edit) [NLG - No Lodging Required v]
Arrival Date: E6048 Leavenworth. KS. Leavenwo. ..
@:}] Reason for Stop
| TD - Temporary Duty v Meals Type:
[v Duty Day [CM - Commercial Mesls || Miles:
62
Accept Leg ‘ Cancel Changes |

Continued on next page



Local Travel Claim (less than 12 hours), Continued

Procedures,
continued
Step Action
13 | Make sure Departure/Arrival Date reflects the correct date. Enter the Arrival
Location. The Reason for Stop should be MC - Mission Complete. Check the Is
Local box. Click Accept Leg.
COASTIE, JOE View:  Traveler
TONO: 1117277XJC173000 Itinerary
Date Location RT""'f'.:y"mL.M“’ILmM AE% Lodging Taxes Miles
an 66683 Topeka, KS, Shawnee A v
inamoi |ARR CO0AY Lk 15 ?o 7 L;p NG | om | [0 ][00 ][oo0 ][ &2 ]
Departure Dat Departure Location (click to edit) Method of Reimbursement: Lodging Cost
oD [EB048 Leavenworth_KS_Leavenwo.] | | Mis Local v 0
ey {2
lMemod of Transportation: Lodging Tax:
[PA - Private Aut v
DDUIYDGY rivate Auto ] s T o
Armival Location (click to edit) 2
Arrival Date: 8683 Topeka. KS, Shawnee |
011972017 |.a Reason for Stop
[MC - Mission Complete v Meals Type
[] puty Day CM - Commercial Meals ! || mites:
Accept Leg | Cancel Changes I
14 | Click Accept Changes.
COASTIE, JOE 5 View: Traveler
TONO: 111727TXICATI000 “Inerary
Date Location “T‘::a“:“w L | L9987 1) oaging | Meals|  AE®%  Lodging Taxes Miles
o B6623 Topeka, KS, Shawnes i
Hléﬁﬁl? EFES BBD“L':Q;mf‘“' KS, 'Fr’g : L;p NG | om | [ ][ oee ][ om ][ 62 ] InEsdetrt Dl
1192017 | DEP 66048 Leavenworth, K5, PA Edit
1H92017 | ARR maTt‘;:‘f;mhamee MC Y | ne (o] om | nsert| 2%
l Accept Changes I ‘ Cancel Changes ‘ ‘ Help

Continued on next page



Local Travel Claim (less than 12 hours), Continued

Procedures,
continued
Step Action
15 | Some local claims will be authorized Occasional Meals. Those require a receipt.
Click Occasionals to add it. If there are no Occasional Meals, skip to step 19.
L S Temporary Duty Trip e ravetsr
TONO: [ T117277XIC173000 ] Proceed Date: [1192017
Number of Days: 1
Type of order: | MNormal | End Date: | 1/192017
What's Authorized Iinerary Reimbursables
Duration of travel: |Lessthan or equal to 12 hours v|
Date Location arans %;’y’ DL | 02T 1) odging | Meals AE% Lodging Taxes Miles
BB683 Topeka,
1192017 | DEP KANSAS pa | W 7
1/118/2017 | ARR | 66043 Leavenworth, | TD v LOP HLG o |[ 0 ([ ooo [ ooo [ &2 ]
KANSAS
66048 Leavenworth,
1/19/2017 | DEP KANSAS PA
1192017 |ARR | 66683 Topeka, MC /] MNLG [ o [ ooo J[ ooo [ &2 ]
KANSAS
‘ Back H MNext ‘ Exceptions Occasionals | Accept Changes | Cancel H Help |
16 | Click Add Occasional Expense.
COASTIE, JOE H View: Traveler
RS e e Occasional Expenses
| Date I Type l Location I Amount I Taxes I I |
Add Occasional Expense
Accept Changes Cancel Changes Help

Continued on next page



Local Travel Claim (less than 12 hours), Continued

Procedures,
continued
Step Action
17 | Select the Type of Meal. Enter the Location and the Amount. Click Accept.
COASTIE, JOE H View: Traveler
NG 111 173000 Occasional Expenses
Date | Type Location Amount Taxes
Co ial Breakfast
Govemment Broskisst Al e
Commercial Lunch i ' 8.05 0 |JAcceptfcancel | Delsts
- _
Commereial Dinner Leavenworth
Accept Changes = Help
18 | Click Accept Changes.
COASTIE, JOE View:  Traveler
e Occasional Expenses
Date Type Location Amount Taxes
11192017 Commercial Lunch 66043 Leavenworth, KS 8.05 0.00 | Edit | Delete
- Add Occasional Expense
Accept Changes Cancel Changes Help

Continued on next page



Local Travel Claim (less than 12 hours), Continued

Procedures,
continued
Step Action
19 | Click Next.
View:  Traveler
COASTIE, JOE Temporary Duty Trip
TONO: [ Ti17277XICiT3000_] Proceed Date: [11192017
Number of Days: 1
Type of order: [ Normal | End Date: 1192017
What's Authorized Itinerary Reimbursables
Duration of travel [Lessthan orequaito 12 hours V|
Date Location J;‘:nw DL | L% | Lodging | Meals AE% Lodging Taxes Miles
66633 Topeka,
1192017 |DEP KANSAS pa | ¥ v
1192017 | ARR | 66048 Leavenworth, | TD | i LoP NLG cM |[ o0 [ ooo |[ooo |[ & |
KANSAS
66043 Leavenworth,
1192017 | DEP KANSAS Pa
1192017 |ARR| 66683 Topeka, MC v NLG o J[ooo J[oo0 I & ]
KANSAS
Back | Next |.— ”r i ‘ |Au:ep(Chnnges [ Cancel || Help ‘
A
20 | The Reimbursables tab will display. Click Add/Edit Trip Expenses.
View: Traveler
Sl S Temporary Duty Trip
TONO: [ Tii7277XJICiT3000 ] Proceed Date: |1/182017
Number of Days: 1
Type of order: | Normal | End Date: |1/182017
What's Authorized Itinerary Reimbursables
Date Description | Claimed
Add / Edit Trip Expenses
|Exupﬁona Occasionals Accept Changes || Cancel ” Help ‘

Continued on next page



Local Travel Claim (less than 12 hours), Continued

Procedures,
continued

Step Action
21 | Select the reimbursable expense from the drop-down, enter the amount claimed
and then click Accept Expense.

COASTIE, JOE . View: Traveler
TONG: 119727 TXIC173000 Reimbursable Expenses
Date | Description | Claimed | Split
Date Expense Description Claimed IBOP
(0111912017 | [PARKING-HOTEL SITE-OTHERLOCALS | | 5.00 |
| PARKING-HOTEL SITE-OTHER LOCALS V| spit [] [UNITED STATES |
Accept Expense Cancel Changes

Was any airfare paid by a member's travel card. If paid by Government Account, do not enter Hel
the airfare P

22 | Click Add Expense to add additional reimbursable expenses. When finished, click
Accept Changes.

View: Traveler

COASTIE, JOE i
TONG: 11 173000 Reimbursable Expenses

Date Description Claimed Split
111972017 PARKING-HOTEL SITE-OTHER LOCALS 5.00 Ecit Delets

Was any airfare paid by a member's travel card. If paid by Government Account, do not enter
the airfare Add Expense

Accept Changes Cancel Changes Help

Continued on next page



Local Travel Claim (less than 12 hours), Continued

Procedures,
continued
Step Action
23 | Click Accept Changes.
- View:  Traveler
e Temporary Duty Trip
. 7
TONO: [ TA17277XIC173000 ] Proceed Date:  1/19/201
Number of Days: 1
Type of order: | Normal | End Date: |1/1972017
What's Authorized Itinerary Reimbursables
Date Description Claimed
1192017 PARKING-HOTEL SITE-OTHER LOCALS 5.00
| Add / Edit Trip Expenses
‘ Exceptions || Occasionals Accept Changes | Cancel | ‘ Help |
24 | Click Calcs.
COASTIE, JOE View: Traveler
NG 4117 173000 Settlement Request
Type of order: | Normal | Covered from: 1192017 to: 1/19/2017
Type of Settlement |Final | Type of Partial: |Nota Partial v
Remit To Transactions Entrtlementsw Computations Financial Remarks
Travel Not Performed
Entitlement Type Dates Encompassed Status
Edit | Temporary Duty Trip 1182017112017 alidated Data Delete] Calcsf Comp
Temporary Duty Trip v | ‘ <= Add This Entitlement ‘
| Back H Mext ‘ ‘ Manage Images ‘ Receipts | ‘ SAVE ‘ ‘ Cancel ‘ ‘ Help ‘

Continued on next page



Local Travel Claim (less than 12 hours), Continued

Procedures,
continued
Step Action
25 | This shows you a breakdown of the Daily Expenses. Verify the per diem. In this
example, no per diem is authorized, so you only see the meal expense, which is
correct. Click Done.
COASTIE, JOE i View: Traveler
TONO: 1117277 XJCATI000 Da“y Expenses
Audit Remarks Done
Date -P;’E o9 |M&E| 8r | Ln | Dn |Lodg|Break| Lunch| Dinner | Incati| M= | total | Lodding | 7yape
01/19| LDP |117.00| 64.00| PDS |PDS |PDS | 0.00 | 0.00 | 805 | 000 |D00| 805 | 805 | 00D
Total 3.05 0.00
26 | Click Next.
COASTIE, JOE View: Traveler
TONO: 1117277XJC173000 Settlement Request
Type of order: | Normal | Covered from: to:
Type of Settlement |Final V| Type of Partial: | Nota Partial v
Remit To Transactions Computations Financial Remarks
Travel Not Performed
Entitlement Type Dates Encompassed Status
Edit | Temporary Duty Trip AMS2MT-AMS2017 Validated Data Dielete | Cales | Comp
Temporary Duty Trip v| ‘ <= Add Thig Entitlement ‘
| Back ‘I Mext ‘ Manage Images ‘ Receipts H SAVE H Cancel H Help ‘

Continued on next page



Local Travel Claim (less than 12 hours), Continued

Procedures,
continued

Step Action

27 | Verify the amounts, then click Next.

Type of order: | Normal | Covered from: 11972017 to: 1192017
Type of Settlement |Fnal V| Type of Partial: |Nula Partial V|
Remit To Transactions Entitl nt C ions Fi Remarks
Total Entitlement
[ eeewe T e ] peductions
MembEmp TOY Per Diem 5.05 _
- Partial Payments
Memb/Emp Transportation 71.88
Amount Payable
Advances
Method of Payment| Direct Deposit v
Due Employee
Split Payment
Computed Spit
Enter amount in Split Payment fisld to pay
GTCC

28 | Click Add/Modify Accounting.

Type of order: | Normal ] Covered from: 1/19/2017 to: 1/19/2017
Type of Settlement [Final V| Type of Partial: |Nota Partial v
Remit To Transactions Entitlements Computations Financial Remarks

=) ===

Continued on next page




Local Travel Claim (less than 12 hours), Continued

Procedures,
continued

Step Action
29 | Enter the Accounting String, then click Accept Line.

TONO AG RD APFR. Limit  ALLT ALC ProgEle Catact Amount

m-lﬂ---ml_llﬂlm_ll_l

Copy First Line I‘ ammu:nl ‘ Cancel Line ‘

[rowme | [ e [ ot || = |

30 | Click Save.

TIT277XJC1 73000 2 P S01 179 30 0 PP 47400 2100 $80.01 Edit  Del

31 | Click Next.
Type of order: | _Normal | Covered from: 1/19/2017_ to: 171972017
Type of Settlement |Final V| Type of Partial: | Nota Partial v/
Remit To Transactions Entitlements Computations Financial
| 1117277XJC173000 2 P S01 179 30 0 PP 47400 2100 I
Add/Modify Accounting
[mock ][ ment ] [ e mae | e == ==

Continued on next page



Local Travel Claim (less than 12 hours), Continued

Procedures,
continued
Step Action
32

Enter Voucher Remarks (not required), then click Manage Images.

Type of order: | Normal ] Covered from: 1/19/2017 to: 1/1972017
Type of Settlement |Final V| Type of Partial:  Nota Partial v
Remit To Transactions Entitlements Computations Financial Remarks

FUNERAL DETAIL TO FORT LEAVENWORTH NATIONAL
EMETERY ON 1/19/17. AUTHORIZED OCCASIONAL MEAL AND
PARKING.

=3 TS =0 N

33 | Click Browse to locate your scanned receipt.

Image or Receipt File Mame

Image description:

Help

Continued on next page




Local Travel Claim (less than 12 hours), Continued

Procedures,
continued
Step Action
34 | Enter a short description for the image, then click Upload Image.
FTETEITE Images and Receipts View:  TEEVElet

TONO: 111T727TXICATI000

Image or Receipt File Mams
UMeoelUSCG\Scanned Docs\Occasiona| Browse...

Image description:

IDccasinnal Meal Receipt I Upload Image

Done Help

35 | When finished attaching documents, click Done.

COASTIF, JOE i View: Traveler
TONO: 1117277 XJC173000 Images and Rece'pts

Image or Receipt File Mame:
Browse...

Image description:

Upload Image
Occasional Meal_Receipi
Done Help

Continued on next page



Local Travel Claim (less than 12 hours), Continued

Procedures,
continued

Step Action
36 | Click Save.
COASTIE, JOE View: Traveler
TONO: 1117277 XICATI000 setﬂement ReqUESt
Type of order: | Normal | Covered from: 1/19/2017 to: 11972017
Type of Settlement |Final v| Type of Partial: | Neta Parial v
Remit To Transactions Entitlements Computations Financial Remarks

Voucher Remarks:

FUNERAL DETAIL TO FORT LEAVENWORTH NATIONAL
CEMETERY ON 1/19M17. AUTHORIZED OCCASIONAL MEAL.

Manage Images | Receipts ‘ SAVE ‘ Cancel H Help ‘

37

Now that it is saved, you can make View/Modify it (if necessary) or Release it for
Approval.

conene sor T-PAX Inbox View:
[Reservations] [Regulations] [Currency]
Profile and History » Create New» Tools» Help» Logout
Typeof | Start | End Auth. Status | ) Request
TONO Request | Date | Date |C21€901V|CreatedBy | opec |Status | Sh0 " |Origin | Arive Al D Amount
Entered 66048
M| 117zrmaciaone | Setement 17192017 | 1192017 | Normal | COASTE JOE into | 172002017 | Traveter| Leavermortn | 1100217728| 55001
T-RAX KS (est)
COASTIE, JOE | COASTIE, | 4%3itng 52,396.10
O 21SGBSPTGTUVO00 | Settlement |92572015|10M22015|  PCS o Jaok | AO _|a212016| Traveler| Topeka, kS | 1100217652 2 3%
Approval
I Release for Approval I | Print |I View [ Modify I
—




